- For iristructions on cdmpietlng this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334, Phone - {404) 656-4876 GIST: 221-4983 '

The Administrative Services Division provides the program direction and coordination of the
specialized functions which support the Department's internall operations and legal environ-
ment through the Offices of Administrative Appeals, Audits, Child Support Recovery, Finan-

ctal Services, Fraud and Abuse, Personnel Administration, Regulatory Services and Support
Services. '

The Office‘of Personnel Administration is responsible for implementing, managing and mon-
itoring a fair program of personnel administration for the Department of Human Resources. :

The Equal Employment Opportunity Program is responsible for insuring equai employment
opportunities are provided to all department staff; and to investigate all complaints
regarding equal employment opportunity.

;.“ﬁ;_c;;rh_ Series Description This file containg the following documents linclude form numbers and titles, if any): Attach samples of the lile. T

Documonts rolating to: Same

Includaect are: Same
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8. Monthly Reference Rate How ofton are records referred to which are: .

One to six months old ____Z‘___*_ :  Seven to twelve months old ___1______, i Thirteen to twonty-four months old _9____,__ H

twenty five months and older .____9___.___ ? ) i, '

—— e b e

9. Annual Rete of Accumulation or Records _ _ ; - —

tettersizeclrowors . ; Legal-size drawers _é__. ; Shelves . . : Other {Specity)

P

DHR 1. GEOHG‘A DEPARTMENT OF HUMAN RESOURCES " ARCHIVES AND HISTORY
Anpﬁfzsﬂon e Division of Admini strative Services "Application Numbar . TTTTrTE T
é, /0/ Office of Personrel Administration ? 6- 13 q.A
[ Appiication Number 47 Trinity Avenue S.W. |  Dote Rocaived " Dats Complated ™~
_ Atlanta, Georgia 30334 - . '
e . JUN 11,1986 | SEP 51986
2. Parson to Contact T W&Eiiiﬁ Tite ~ "'“""”_'zzm?eﬁ;}i\}ﬁ.ﬁ'ﬁﬁ}ﬁim_ =
| Gary Nagel ~ S EEO Coordinator 656-6750
3. Action Heq;e_-ste:i T _ o == : e
a. OlEstabiish Arontion Schedute; record will continus to accumulets. Series Title %
b. [ Dispose of present accumulation; no further sccumulation anticipatad,
c. (3 Amend Applicstion No. 76-239 Check One: XJ Change;: [ Supeicode; (] Void
"4 Dates of Series 6. Records Series Title flollowed by title used in oflice, If differant) T
. Equal Employment Opportunity Commission (EEOC), Office of Fair Employ-
artiast Latest ment Practices (OFEP), DHR Equal Employment 0 4
1980 continuing . ’ q 'pLoyment ppo;tunity Corpplain& ?‘ile .
8. Division and Office Function Wt Is the function of tha Division and the Office in which this record sarles is created? T

Form 4998 !Nov.’-“) - i -|Ou.'er| B




AaavOLy OLLTLIUVLLIL LAW JoTJosJToECLLUVL JJcd, RECULUS MAlnLalnea on 1ndailvidaduals

c. Is this a vital record?
d. Does this serles have hiltorlcaor fong term rasearch value?
0. When one or two documents In the file make It necestary to keap the entira fite for a tong period, could these documants
be scheduled saparately?
X otsthe In!ormatlon containgd In this series ever publllhad? If yas, lltlch copy
X

bd b P

. - ol

9. hhthe Inl'nrmalion contsined In Ihll teries ever snalyzed and/or recorded In w summarized repon?
it yeu, attach copy.

X h. {s thare a duplication of |hil sariat In your omfn, or In snother oltice or .gencv?

- It yes, where?
X L. Is this series for @ major portion o{ it} regularly microfitmed? 7 4 - T
X% | _|._Does the record serles result in 8 computer printout? ' '
11. Retantion Requirements The following requires the series to be kept:
a. Stote Law —_————e. YEOTY, d. Audit period — e _.YearY.
- B, Statuts of Hmitation —— el Yuert, s. Administrative nesd - 2 _year.
€. Fedearal taw —— years, f. Federal rotqnllon Instructions 2 .. yoars.

~ Attech copy or axcarpt of laws or regulations, Explain sdministrative need, :
{(e) Administratively, these files are needed to.document DHR's actions and decision made

concerning equal employment opportunity and fair employment practices.

(f) 29 FR 1602.30 requires that records be retained 2 years and until final resolution of
charge or action.

12, Approved Disposition Instructions This ager-ﬁ:; ;:commands that the file serics be cut oft at tlw end of sach: _

Clcalendar Year; [ Fiscal Yeer: & Other | then,

[ Hoki in the current filesares ______ ______ monthls) yeor{s); then
{7 Transter to local holding area; hold .— yearls); then

i1 Tronster to Siate Records Center; hotd .. yearls); then

D) ‘Duslrov ' ' ‘

{1 Transter to State Archives for permanont retention,

5 ouner (specity]
Central Office Files:
Upon final dimpostcion chiarge or action, place all papers in the closed file} cut

off the closéd file at: the end of each calendar year; hold in current files area 3 years;
transfer to State Records Center; hold 2 years; then destroy.

Institution Distriet and Local Offices: Forward all original material to Central Office.
Hold reference copies in current files area until final resolution of charge or action;
then place in closed file; cut off closed file at end of each calendar year; hold in

current files area 2 years; then transfer to local holding area; hold 3 years; then

destroy. ,
NOTE.BJ the event a charge is filed, or an'ection brought by the U.S. Attorney General, these
~~ records muslbe rétained until fdpel &'—sposulon/af)thesgha‘”e oF action. ':““T,;;:““‘”"

DI nn Ol!lceIDlvlllon — Diractor/Dasignoes

OHR Secllon/Unﬂ — Chlu![Supetvltor[DuI

STATE RECORDS COMMITTE!

- : P

Retenlinn recommendations
in piragraph 12 are approved State Auditor/Designes

It not anproved, ptease e
attach a letter of explanation,
Sacretary of sulalboslqnu

N L

\ Attorney Generat/Deslonee

Form 4598  (Rev, 7-84)
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APPLICATION FCR RECORDS RETENTION SCHEDULE | 0r i O e S T D saraAY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
- Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address ‘ : FOR RECORDS MANAGEMENT USE

Appiiestion Dats Georgia Department of Human Resources Application Number
Office of State and Local Affairs -
J‘ﬂ,y 6, 1976 Affirmative Action Unit - Room 408-8 - 7& 2. 3q
Application Number Date Received Date Complated
47 Trinity Avenue, 8. W. . J - 7 1976
DHR-83 | _Atlanta, Georgia 30334 | JUL 16 1976
2. Psrson to Contact o - T Working Title - : Teiephone Number
Mrs. Charlotte Knowles Stenographer ITI - 656-5669

3. Action Requested
8. [3 Estabusn Retention Schedule; record wilt continue to accumulate.
b. (O Dispose of present accumulstion; no further accumutation anticipated.

¢, 0 Amend Appiication No. _ Check One: 0 Change; - 0 Supercede: O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
1§72 l to date: Title VII Emp loyee Grievance Case Files - o
8. Divhiort_‘aadpﬂice Function What is the function of the Division and the Office in which this record series is ¢reated?

T The OU_CL of St.;.tg and Lecal Coordlnwlun has the res,unsm» l1t} for coordlnaunb the acti»ltles of the Department
with the Stace Legislature; the Attorney Geneval; the County Commissioners' Association; and the Municipal
Asgociation, 1Im addition, this Office is responsible for the codrdination of activities relating to rules and

R‘ régulations that require Bosrd approval of formal hearing; the coordination of the Department's efforts in pro-

- _3iding disaster relief; - and for working with the Office of Planning and Budget in maintaining a systum fgr

tracking le islation that affects the Department.

The Affirmative Action and Civil Rights Unit has the responsibility to insure that equal employment opportunities
"and services are provided to all staff of the Department, and to clients who seek and receive services from the
Department; and to establish a program of education oriented toward Title VI and Title VII complianca; and te
dnvestigate all complaints called to the attention of the Department regarding equal opportunity,

7. Record Sories Description This file contains the following documents (mclude farrn numbers and tlt/es, if afiy):

. : Amd\ samplesofthefrle Lo : PO
Docurnentsralatmgto. . - e PR ce L e e

investigating em‘ployee/applicant grievances boncerning employment. g z

Included are:

initial statement of complaint; notifications of complaint to respective Division/Office;
reports of investigation which show background information, investigatory procedures used,
findings, conclusions, and recommendations,

File is arranged:

by number assigned by Unit. o o N )
8. Daily ‘Reference Rate How often are records referred to which are:
One to six months old * Seven to twelve months old ___1.0____; Thirteen to twenty-four months old __._5__#,,4
twenty-five months anm _ B
9. Annual Rate of Accumuigtion of Records -
Letter-size drawers _TL Logal size drawers ; Shelves : Other (specify) -
s . DT _
AR=80-=71; Raev, ?, R A R =1
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{ .. . .
: . i - . _f_**'-,\

Lyss | no | 10. Questionnaire {Plage an X" in the proper column) 1 ' T ESD
DHR 8. Is this the official copy of the series? : g : Y
X If not. whare is it? State Merit System and State Law Department L
) Doi’ the series contain ntnal information requiri curity handling? If yes, cit la or regulati &
X b rlva'w.cy Act of”fé‘fz? {1c AW qéjé r!)gﬁ {stge attagchedy ‘ 3 v guiation. *
X_| ¢, lsthisa vital record? - i
X d. Does this saries have historical or long term research value?
e. When one or two documents in the file make it necessarv to keep the entire file for a Iong period, could these
X documants be scheduled separatety? - . - . .
X LEA mmuntnnmnmmmmmumﬂmnm_mamch copy, — -
% g Is the mformatlon contained in this series evér analyzed and/or recorded m a summanzed report? '
_If ves, attach copy. . -
h. 1s there a duplication of this series in your office, or in another offrca or agency? S
x It ves, where? State Merit System and State Law Department .
=] i._1s shis saries for 2 major portion of-it! reqularly microfilmed? UV SO
X L. Mumfd.mmnmmmmmmmmm? _
11. Rstantion Requiraments The following requiras the series to be kept:
N 8. State Law years. d. Audit period . years.
' b. Statuts of limitation years, - e. Administrative need k] years.
c. Federal law years, f. Federal retention instructions : years.
Attach copy or excert of laws or regulations. Explain administrative néed. -
12 Approvad Disposition Instructions This agancv racomimands that tha file series be cut off at the end of each: L
_ e £ Calendar Year; O Fiscal Year; O Other ) ; - then, .
{J Hold in the current files ares —._____month(s) —___ _____ _ vear(s); then e

0 Transfer to local holding area; hold year(s); then

O Transfer to State Records Canter; hold ___________vyear(s); then
0O Destroy. : : :
O Trenster to State Archives for permanent retention,

@ Other (Specity)

Upon final dispositidn-ef thelehavrgé ot d&tibn, ', Place all papers in the closed file;
cut off the closed file at the end of each calendar year; hold in current files
area 3 years; fransfer to State Records Center, hold 2 years; then destroy, -~

n

'
L™
A

o .
Thesa instructions apply to all prior and future accurnulations of the series.

4

| Agency Hcsdloeﬁnu (Signature) __Date Records Management Officer (Signature) Date

Theds (Ll 7 5/35/% Lloros Caih ) | Yo/

L . Stm Records Committee (Slgnature) . Date

e

Recommendations in para- _
graph 12 are approved. State Auditor/Designee -l %ﬂ
(If disapproved, attach latter _ ’
of explanation.) /6- Secretm ' of State/Designee 7 -/ F-7€
L Attorney Generai/Designee 7~ /{ - }!
. KRSWEHT Rev.Te

g




